MMWHUCTEPCTBO HAYKHA U BBICIIETI'O OBPA3OBAHUSA P®
depepaibHOE rOCy/JapCTBEHHOE 0I0/pKeTHOe 00pa3oBaTe/ibHOE yUpeKAeHHe
BbICIIero o0pa3oBaHMs
«JATECTAHCKUH I'OCYJAPCTBEHHbLIN YHUBEPCUTET»

FOpuanuecKnidi MHCTUTYT

Ka(benpa dAMMUHUCTPATUBHOIO, (l)I/IHaHCOBOFO U TAMO)XE€HHOTI'0 ITpaBd

PABOYAS ITPOI'PAMMA JUCHUAIIVIMHBI

AEJJIOITPOMN3BOACTBO ITPABOOXPAHUTEJ/IBHBIX OPI'TAHOB 1
PEXM CEKPETHOCTHA

Oo6pasoBaTe/nbHas mporpaMma

40.05.02 ITpaBooxpaHuTe/IbHAs JeATeIbHOCTh

YpoBeHb BBICIIIEr0 00pa30BaHUs
Cnenuanurer

dopma o0yueHust
Ounasn

Craryc gucuuniugbl: BXoAuT B yactb OIIOII, ¢popmupyemyio yuacTHUKaMu
o0pa3oBaTe/IbHBIX OTHOILIEHUH

Maxaukaja — 2021



Pabouass TmporpamMMa AMCLMATIIMHBI «/le/I0TpOM3BOZACTBO TIPAaBOOXPAHUTETHBIX
OpraHOB U PEXUM CEeKPeTHOCTW» cocTaBieHa B 2021 roay B COOTBETCTBUM C
tpeboBarmssMu ®I'OC BO mo cnemmanbHocT 40.05.02 TIpaBooXpaHWTEbHAs
JlesTe/IbHOCTh (ypoBeHb crierjaiuteTa) oT 16.11..2016 r. Ne 1424,

Pa3paboTuuk Kadeapa afMUHUCTPAaTUBHOTO, (DMHAHCOBOTO Y TaAMOXXEHHOTO TIPaBa,
AnueBa Dnbmupa baliMpoBHa, K.3.H., JOL|EHT.

PabGouas nporpamMma AUCLMIUTMHEI 0n00pena:
Ha 3acemaHuM Kadeapsl aaMHHHUCTPATHBHOrO, (DUHAHCOBOrO M TaMOXKEHHOIO
npasa oT «26» despans 2021 r., nporokos Ne 6

3aB. kadenpoii ﬁ/ —  Apcnanbekosa A.3.

(moanuce)

Ha 3acelaHMM MeTOAMUecKoil KOMHCCHH IOPHAMYECKOro MHCTUTYTa 0T «20»
mapta 2021 r., nporoxomn Ne7

[Ipencenarens ﬂ// Apcnanbexosa A.3.

(noanuce)

PaGouass mnporpamMma JHCIMIUIMHBI ~ COTJIaCOBaHA cqy;ieéﬂo-memﬂmecmm
YNpPaBJIEHHEM « » yZZH iz ] S

( ﬁo:mnc:;)



AHHoTanus padoyeil MpOrpaMMbl JUCIUATUTAHBI

OucuunivHa — «/lenornpousBofCcTBO TMPaBOOXPAHUTENBHBIX OPraHOB M PeXXUM
CeKpeTHOCTU» BxoguT B uacte OIIOIl, dopMupyeMyio yuyaCTHUKAMH
oOpa3oBaTe/ibHBIX OTHOIIEHWH ITPOrPaMMBI no cneuuansHocth  40.05.02.
«IIpaBooxXpaHuTe/IbHAS [eSITebHOCTE» ( YPOBEHb CrieljuaauTeTa).

OucuyniiHa  peanmu3yeTcss B IOpUAWUECKOM — HUHCTUTYTe  Kadeapou
aIMUHUCTPAaTUBHOTO, ()UHAHCOBOT'O Y TAMOKEHHOI'0 Mpaga.

CojgepxaHve [AUCLUIIIMHBI ~ OXBaTbIBaeT KpPyr  BOIMPOCOB, CBSI3aHHBIX C
He0OXOAMMOCTBIO PaboOThl C JOKyMEHTaM{ , BeJeHHeM [e/I0TPOU3BOZCTBA B
1jesioM, obecrieueHHeM KOHTPOJISI HaZl PEXXKMMOM CEeKPeTHOCTH B OTHOIIIEHUH
KOH(UeHI[Ha/IbHbIX JOKYMEHTOB.

HOucuunavHa Haue/leHa Ha (opMuUpOBaHMe — CAeAYIOIIUX  KOMIEeTeHI[Ui
BBIMTYCKHUKA: NpodeCcCUoHaNbHbIX -TTK-1, TTK-4.

HPEHO,E[aBaHI/IE AUCLHUIUIMHBI TIpEeAyCMATPUBAET TIpOBEAEHHE C/IIEAYIOIUX BHUI0B
y‘—IE6HI:>IX 3aHATUM: JAeKyuu, npakmu4veckue 3dHAmMuA, camMocmosmesbHble U,
KOHMPpO/1bHblE p(160mbl.

Pabouasi mporpamMma JUCILMIIMHBLI TIpelyCMaTpUBaeT TPOBe/leHHe CJielyFOIIUX
BUJIOB KOHTPOJI YCIIEBaeMOCTU B (popMe MpOBeJieHUs] TeCTHPOBaHMs, OMpOCa,
TIpOBeJieHUsT KOHTPOJbHBIX paboT, B TOM uuC/le, pelleHus 3agad U
TIPOME’KYTOUHBIN KOHTPO/Ib B (hOopMe 3aueTa.

O0BeM JUCLUIUIMHBL 3 3aUeTHBIX eIMHUIL], B TOM UKC/Ie 16 JeKIIMOHHBIX 3aHATHH,
16 npakTrueckux 3anatuii, 76 yaco CPC . Cemectp — IV.

Cemec YueOHbIe 3aHATHS ®dopmMma
P B TOM UucJjIe TIPOMEKYTOYHOH
KoHTakTHast paboTta 00yUaromuxcsi C perno/iaBaTesieM CPC, | aTrecTauuu (3aver,
Bcer U3 HUX BTOM | AuddepeHLIpOBaH
0 Jlekty | JlabopatopH | ITpaktnue | KCP | KoHCy/lbTa | 4YMC/Ie HBI 3aYeT,
umn ble 3aHATUs CKre 1IN 3K3aM 3K3aMeH
3aHATUs eH
4 108 16 16 76 3ayer

1. ITesiu ocBOeHUA AUCHUILIUHBI




Hens aucuunmMHbL: «[]e/0npou3BOACTBO TIPABOOXPAHUTE/IbHBIX OpPraHOB U
PeXUM CEeKpeTHOCTH» MperofaeTcs B pPas/MYHbIX By3aX /i CTYJEHTOB BCex
dbopM obOyueHus B CIe[yIOIINX TIeJIsAX:

1) oOyyeHusI CTYyIEHTOB 3HaHMSIM, YMEHHUSM U HaBbIKaM, HEOOXOIMMBIM B
paboTe ¢ TIOKyMEHTaMu;

2) OpuBUTHE  OOydaroIIMMCS  4YyBCTBA  BBICOKOM OOUTETbHOCTH,
OTBETCTBEHHOCTM 3a COXPaHHOCTb T'OCYHAapCTBEHHON TailHBI, CTPOTOro M
HEYKOCHMUTEJIBHOI'O COOJIIOIEHNS pesKiMa CEKPETHOCTH.

3ajauM AUCIUILIUHBI:

1) BeneHre KOH(PUIEHIMAILHOTO IeJI0IPOU3BOJICTBA;

2) obecrieueHre KOHTPOJIS Hall pesKMMOM KOH(MUIEHIIUATbHOCTH;

3) opraHuzauuss U BelleHHe  3JEeKTPOHHOTO  KOHPUIEHLMaJbHOTO
TeJOIPOM3BOJICTBA;

4) BHeceHHMe OOOCHOBAHHBIX IPEIJIOXKEHU PYKOBOICTBY YUpPEKIEHUS IO
BOIIpOCaM;  OpraHM3alluM MW  COBEPIIEHCTBOBAaHUSI  KOHPUIEHLMAIbHOI'O
TIeJOIPOM3BOJICTBA;

5) uzydyeHue HaIpaBJIeHU!A M HOPMATUBHO-METONMYECKUX HTOKYMEHTOB IIO
MHOOPMaALIMOHHOM 0€30IMaCHOCTH U 3aliuTe MHGOPMaLK;

6) BocmuTaHUe KyJAbTYphl paboThl ¢ IOKYMEHTUPOBAHHOI WHMOpMalMeE,
TpeOyIolleil 3alUThI.

2.Mecto gucuumimebl B cTpyKType OIIOII cnenuanuTera

«/Jenonpon3BoO/CTBO MPaBOOXPAHUTETBHBIX OPraHOB U PeKUM CEKPEeTHOCTH»
Bxoaur B dactb OIIOII, dopmupyeMyro yuaCTHHKaMH 00pa30BaTeIbHBIX
OTHOLLIEHWM  T0  CHeLUaJTbHOCTH 40.05.02.  «IIpaBooxpaHuTebHas
JleTe/IbHOCTbY .

HucnuruinHa BeneTcs B 4 ceMecTpe M 0a3upyeTcs Ha BXOTHBIX 3HAHUSX IO
CJIenyIOIM IUCHUIINHAM: Pycckuii SI3bIK B nenoBoi penyTtanuu; MHEPOpMaTrka
U MUHPOPMALIMOHHBIE TEXHOJOTMM B MOpOodecCUOHATbHON  HEeSITeNbHOCTHU,
HMudopmanimoHHoe obecrieueHre BbISIBJICHUST MPECTYIICHUIA.

CTyneHThl JOJKHBI 3HaTh IOPUINYECKIE OCHOBBI O€JIONPOU3BOICTBA U BEeAECHUS
CEKpPETHOTO IIEJIOTIPOU3BOICTBA obanaTh YMEHUEM AHATUTUYECKOM
IesATeIbHOCTH, MMO3BOJISIIONIEH pa3pabaThIBaT
b U IIPaBUJIbHO OPOPMISATH IOpUINYECKUE U CIY>XKeOHble TOKYMEHTHI, I'PaMOTHO
IOKYMEHTUPOBATb, MPECTYIUICHUSI U AaIMUHUCTPATUBHBLIC IIpaBOHAPYILIEHUS,
cobmrogath B MOpodecCMOHAIbHON IesATeIbHOCTHM TpeOOBaHUSI HOPMATUBHBIX
MPaBOBBIX aKTOB B 00JIaCTH 3alLIUTHI TOCYIaPCTBEHHOM TaliHBI U MHGOPMALIMOHHOMN
0€30I1acCHOCTH, 00ecreuYnBaTh COOIONCHNE PEeXXUMa CEKPETHOCTHU.



3. KomnereHuuu odyJaromerocsi, opMupyembie B pe3y/ibTaTe 0CBOEHHUS
AMCOMILTMHBI (MepevyeHb IVIAHUPYEeMbIX Pe3y/IbTaToB 00yueHHs) .

Koo u Kom un [Inarupyemeie [Tpouenypa
HaMMeHOBaHM | HAaMMeHOBaHUe pe3ynbTaThl O0YYEeHUs | OCBOEHUS

e MHOWKaTopa

YVHUBEPCAIbHO | MOCTUXKEHUS

U YHUBEPCAaJIbHOU

KOMIIETEHIIUU | KOMIIETEHIIUHU

BBLIITYCKHUKA BBIITyCKHUKA

ITK-1 IIK-1.1. 3HaeT: IPUHIIUIIBI YcTHBIN
CriocobeH AHanusupyeT cbopa, otbopa u orpoc,
peann30BEIBAT | MEPOIIPUSTHUS I10 000011IeHu S TECTUPOBAH
b TIOJIYYEeHUIO nHPOPMaAIINH, e
MEPONPUATHUS | IOPUOUUYECKHU METOOUKHN CUCTEMHOTO

10 3HAYMMOM IIOAXOMa [JIsd PerIeHus

TIOJTYYEeHUIO nHGOpPMAaIMK Ha mpodeCcCcruoHaIbHbIX

IOPUONYECKU OCHOBE CHCTEMHOIO | 3ajay

3HaYUMOU nogxona, YmMmeer:

nHopMaIuy, | OCyIIeCTBISET aHaAIU3UPOBATH U

ITPOBEPSIThH, TTOMCK aJITOPUTMOB | CUCTEMATHU3UPOBATH

aHa/IU3UPOBAT | ee pelIeHus Ha OaHHbIE, OIleHHUBATh

b, OIIEHUBATL | OCHOBE JOCTYIIHBIX | 9DPHEKTUBHOCTH

ee u
HCIIOJIb30BaTh
B UHTepecax
penynpexne
HUS,
IIpecedYeHns,
PacKpHITUSA U
pacciemoBaHu
1
MIPECTYIJIEHUHU

HCTOYHUKOB
nHpopMamu
IK-1.2.
KPUTUYECKH
OLIEHMBaeT
HaJeXKHOCTh
HCTOYHUKOB
nHGOPMaIInH,
paboTaer C
MIPOTUBOPEYNBOU
nHpopmMalmen us
pPa3HBIX
HCTOYHUKOB B
WHTEepecax
MMpenynpexXoeHus,
IIpecevyeHns,
PaCKpPHITUSA U
paccienoBaHusA
MPECTYIJIEHUHU

IIpouenyp Io
MEPOIIPUATHUS 110
IIOJIyYEHUIO
IOpUOUYECKU 3HAYUMOU
nHoOpMaIny,
IIPOBEPSITE,
aHaJIM3UpPOBAaTh,
OlLIEeHVBATh €€ U
KCIIOJIb30BaTh B
WHTEepecax
penynpexXaeHns,
IIpecevyeHus,
PacCKpBITUS U
paccrenoBaHUs
IIPEeCTyNIJIEeHU N

Bnapgeer: HaBbEIKaMU
HAy4YHOTO IIOMCKa U
MIPAaKTUYECKOM PabOTHI
¢ mHPOPMAITMOHHBIMU
HCTOYHHUKaMU;
MeTOJaMU IIPUHATHUSI
penieHum

3HaeT: cucteMy ydeTa
U OPUHIIUIEL
cucTeMaTu3aluu
MEPONPUSATUM 10




IIOJIyYE€HUIO
IOPUOUYECKU 3HAUNMOU
HHpOpPMalnH,
IIPOBEPSITH,
aHaJIM3UpPOBaTh,
OLIEHUBATh €e U
HCIIOJIb30BaTh B
HHTEepecax
penynpexXneHus,
IIpeceYeHus,
PacCKpBITUS U
paccriegoBaHUs
IIPEeCTYIJIEeHUU

Ymeert:
aHa/IU3HUPOBATH,
TOJIKOBaATh U
[IPaBUJILHO TIPUMEHSTH
IIPaBOBBIE HOPMEI;
OCYILIECTBJISATH
KOMIIJIEKCHBIU

_ CPaBHUTEJIBHO-
_IIPaBOBOU _ aHaIMU3
HCTOYHUKOB 10
IIOJTy4YE€HUIO
IOpUOUYECKN 3HAYNMOU
nH(popmMalmm,
ITPOBEPSITH,
aHa/IUu3UpPOBAaTh,
OLIEHUBATh €e U
HCIIOJIb30BaTh B
HHTEepecax
IpenynpexkKoeHus,
IIpeceveHus,
PacCKpBITUS U
paccregqoBaHUS
IIPEeCTYILJIEHUNU

[1K-4
CnocobeH
co0o0aTh B
nmpodeccuoHa
JILHOU
OesiTeJIbHOCTHU
TpeboBaHUS
3aKOHOOATeJIb
CTBa B
obtactu
3aIlUTH

IIK - 4.1.Crnocoben
OIIepUpPOBATH
OCHOBHBIMU
0o01IeIPaBOBLIMU
IIOHSITUSIMH U
KaTeropusiMu B B
npodeccuoHaIbHOU
OesITEeIbHOCTH
TpeboBaHUSA
3aKOHOATEeIbCTBA
B 00JIaCTH 3allUTHI

3HaTh: OCHOBHBEIE
IOpUOuYecKue
KaTerOpuu U MOHSTHUS B
B IpodecCruoHaIbHOU
OesiTeIbHOCTH
TpeboBaHUS
3aKOHOOATeJIbCTBA B
00JIaCcTH 3allIUTHI
rocygapCTBEHHOU
TAUHBI U
MHGOPMaIlMOHHOU

YcrHBIN
ompoc,
TECTUPOBAH
ue




rocymapCTBeH
HOM TaWHHL U
MHPOPMalOH
HOH
0e30IIaCHOCTH

obecrneyuBaTh
coOomeHue
pexuMa
CEeKPEeTHOCTH

roCcygapCTBEHHOU
TaWHBI U
MHPOPMAIlMOHHOU
0e30IIaCHOCTH,
obecrieuynuBaTh
coOJIIoeHue
pexxuMa
CEKPETHOCTHU

K - 4.2.
IToruMaeT
CYITHOCTH U
3HAa4YeHHe aHaIMu3a
1 TOJIKOBAHHS HOPM
IpaBa B
npodeccuoHaIbHOU
OesiTeJIbHOCTHU
TpeboBaHUS
3aKOHOOATeJIbCTBa
B 00JIaCTH 3alIUTHI
roCygapCTBEHHOU
TalHBL U
MHGOPMAIIMOHHOU
0e30IIaCHOCTH,
obecrieunBaTh
coOmogeHne
pexuma
CEKPEeTHOCTH

[IK - 4.3. Criocoben
maBaTh
IOPUNYECKYIO
OLIeHKY (paKTaM U
00CTOSITEJILCTBAM B
npodeccuoHaIbHOU
OesiTeJIbHOCTHU
TpeboBaHUS
3aKOHOOATeJIbCTBa
B 00JIaCTH 3alIUTHI
roCcygapCTBEHHOU
TalHBL U
MHGOPMAIIMOHHOU
0e30IIaCHOCTH,
obecrieunBaTh
coOmogeHne
pexuma
CEKPEeTHOCTH

0e30I1aCHOCTH,
obecreuynBaTh
coOIIoieHe pexxuma
CEKPEeTHOCTH
YMeTsh:I1paBUIbEHO
IIPUMEHSTH B
nmpo¢deCcCuoHaIbHO -
CcIykeOHOU esTenb-
HOCTH OCHOBHEBIE
IOpUOUYecKue
TIOHSITUSI U KQaTETOPHUHU.
BrameTs: nmpreMaMu U
criocobaMu aHaIu3a
OCHOBHBIX
0O0IIIeTTPaBOBBIX
IIOHATUUN U KaTerOpUuu
3HaTh: CyIIIHOCTh U
3HaYeHWe aHau3a u
TOJIKOBAHUS HOPM
ITpaBa B B
nmpodeCcCuoHaIbHOU
OesITeTbHOCTH
TpebOoBaHUS
3aKOHOMATeIbCTBA B
00J1aCTH 3aITUTHI
rocymapCTBEHHOU
TauHbBL U
“HOPMaLMOHHON
0e30macHOCTH,
obecreynBaTh
cobOmoneHue pexuMa
CEeKPEeTHOCTH

YmMmeTsh:
aHa/IU3UPOBATH U
TOJIKOBATh HOPMBEI
IIpaBa B
nmpodecCuoHaIbHOU
OesITeTbHOCTH
TpeboBaHUSI
3aKOHOIATEeJIhCTBA B
00J1aCTH 3aITUTHI
roCcyZapCTBEHHOU
TaWHBI U
HH(POpPMaIMOHHON
0€e30I1aCHOCTH,
obecreynBaTh
cobJofieHre pexkuMma
CEeKpPEeTHOCTH
Brnapers:HaBEIKaMU
ITPUMEHEeHUS
Pa3IUYHBIX CIIOCOO0OB




TOJIKOBAHUS ITPABOBHIX
HOPM B
BITpoeCCUOHaIbHOU
OesiTeTbHOCTH
TpeboBaHUSI
3aKOHOJaTeIbCTBA B
00J1aCTH 3aITUTHI
rocyZapCTBEHHOU
TaWHBI U
HH(POpPMaIMOHHON
0e30IIaCHOCTH,
obecreynBaTh
cobJofieHre pexXuMma
CEKpPEeTHOCTU 3HaATh:
TIOHSITUE, BULI U
CIIOCOOBI
KBanupukamuu (pakToB
1 00CTOSITEJILCTB,
9Tanbl IOPUOUYECKOU
KBanupuKaluu
OEeJIUKTOB

YmMmerTsn:
aHaJIM3UPOBATh
popuguydeckue GakThl U
00CTOSITENLCTBA,
SIBJISTFOIITAECS
o0BbeKTaMu
nmpodeCcCuoHaIbHOU
nesi-TeJIbHOCTH, U
maBaTh UM OIIEHKY Ha
OCHOBEe aHalu3a
TpeOoBaHUM K
nmpodeccruoHanbHBIM
KOMIIETEHITUSM,
MIPEeNbsIBISIEMBIX K
BBIITyCKHUKaM Ha
PBHIHKE TpyIa
Biaamerb:HaBLIKAMU
IOPUOUYECKU
IIpaBUIIBHOU
KBanudukaiuu GakToB
1 00CTOSITENLCTB,
BO3HUKAIOIIUX B
nmpodecCcuoHaIbHOU
OesiTeTbHOCTH
TpeboBaHUSA
3aKOHO[ATeIbCTBA B
00J1aCTH 3aITUTHI
roCcyZapCTBEHHOU
TaWHBI U
WH(GOPMaIMOHHON




0e30IacHOCTH,
obecrieuynBaTh
coOIIoieHe pexxuma

CEeKPETHOCTH

4. O0peM, CTPYKTYpa U Co/iep)KaHue JUCLHIINHBI.
4.1. O0beM IUCLMTIIMHEI COCTaB/IsieT 3 3aueTHble eAMHMIBI, 108 akazeMuuecKux

Yaca.
4.2. CTpyKTypa AUCLIUIIUHBI.
Bujp1 yueoHOH « ®opMbI TeKyl1Iero
Pa3pgensl u TeMbI padoThl, BK/IIOUAs g KOHTPOJIA
Ne JUCLATLIMHBI o CaMOCTOATE/IbHYIO S ycneBaemMocCTH (no
n/n g padoTy CTyJeHTOB U :‘ Hede/151M ceMecmpa)
g < TPYAOeMKOCTH (B e dopma
aEa g yacax) ] NIPOMeXyTOUYHOH
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Moayas 1

1 Hasnauenue cinyxe6HbIX 2 2 14 Y CTHBIU OTIpOC,
JOKYMECHTOB. OcHOBHBIE (prHTa]IbeIﬁ OHPOC,
TpeboBaHUs,

KOHTP. pab. W
IpCObABIACMBIC K
COCTaBJICHUIO N TECTHPOBaHHe
0pOPMITEHHUIO CITY3KeOHBIX
JOKYMCHTOB.

2 | Cucrema 2 |2 14 | YcrHbIHA orIpocC,
OpraHN3ALOHHO- (bpoHTaNbLHBIN  OMpOC,
pacnopsiauTeIbHOMU KOHTP pa6 WIN
JIOKYMEHTAIIH. ) )
PexBu3uTHI Ci1y>KeOHBIX TECTUpOBAHHE
JIIOKYMEHTOB
Hroro 36 4 4 28
Mopaysb 2

3 HokymeHTo0o60poT. 2 2 14 YcTHbIN onpoc,
Opranmu3anust paboThl ¢ d)pOHTaHLHbIﬁ orpoc,
JOKYMECHTaAMU U UX

KOHTD. pab. WH
xpaHeHue. ComepskaHue
OHSTHSL TeCTUPOBaHHe
«JIOKYMEHTO000pOT», ero
craguu. O6paboTKa
OTIIpaBJIAEMbIX
JOKYMCHTOB.
dopmMupoBaHre 1
odopmiieHUEe ae.
HOJIFOTOBKa Jel1 K




XpaHEHMIO U Mepeaada ux
B MoApa3aesieHne
crienMaJbHbIX (QOHIOB.

ITopsimok cocTaBIeHUS
OpraHM3allMOHHBIX
JIOKYMEHTOB.
Jleonpon3BOICTBO IO
MMMCbMEHHBIM
oOpallleHnsIM I'pakIaH B
MIPaBOOXPaHUTENbHbIE
OpraHbl

14

YCTHBIM OMPOC, TeCTHI,
KOJI/IOKBUYM.

Hmozo no modynio 2:

36

28

Moayas 3

IMonsarue, cynHoCTh,
3Ha4YeHUe, MPaBOBOE
peryiaupoBaHue u
3JIEMEHTHI peskKuMa
CEKPETHOCTU B OpTraHax
BHYTPEHHUX e,
IIpaBoBOE peryaupoBaHue
3aIIUTHI MHGOPMALINH.
O6s13aHHOCTH
COTPYIHUKOB
MPaBOOXPAaHUTETbHBIX
OpraHoB IO COBJII0IEHUIO
peXXuMa CeKpeTHOCTH B
cucteme MB]I Poccun.

YcTHBIN orpoc,
(dbpoHTanbHBIN  OTpOC,
KOHTD. pab. W
TeCTUpOBaHUe

IlonsiTue
rocynapCTBEHHOM TalHbI.
Cucrema 3alIUThI
rocynapCTBEHHOU TaliHbI B
opraHax BHYTPEHHUX OeJl.

YcTHbIN omnpoc,
(poHTa/bHBIN  OMPOC,
KOHTP. pab. 15001
TeCTUPOBaHUe

OCHOBBI CEKPETHOTO
TeJIOTIPOM3BOICTBA U
COOTIONeHMSI peXXrMa
CEeKpPEeTHOCTH B
MIPaBOOXPaHUTEIBHON
TesITeIbHOCTH W OpraHax
BHYTPEHHUX e,

TecTbl,  KOJ/UIOKBUYM
YCTHBIM OIpPOC.

HWmoezo no mooymo 3:

36

20

3auer

NTOI'O:

10

16

16

76

Mopys 1.




Tema 1. HOHHTI/IC, poJbp H 3aJaY” AC¢JONPOHU3BOACTBA B lOpH,ZlH‘lECKOﬁ
ACATECJIbHOCTH.

YHudpukanumsa u  cTaHgapTuzauus OOKyMeHToB. HopmatmBHasgs 6a3a 110
JTOKYMEHTALMOHHOMY obecrneuyeHnIo TeJIOIPOM3BOICTBA. CraHnpapThbl
IeJaonpon3BoacTBa. JIOKyMEHT KaK HOCUTEIb IOpUIUYecKoll UMHOOpMaIvu.
ITonsatne, ¢yHKIMM M crocoObl HOKyMeHTHUpoBaHUS. IIoHSITHE «3JI€KTPOHHBIN
nokyMeHT». Opunnueckast cuna ngokymeHTa. Peksusuthl. IIpaBuna odopmiieHust
pexkBu3uTOB. bimaHKk nokymeHTa. Kinaccudukanmss JoKyMeHTOB. SI3BIK M CTWJIb
o(puIIanbHBIX JOKYMEHTOB.

Tema 2. Cucrema oOpraHM3anMOHHO-IIPABOBOM W pacmopsAAMTENbHON
TOKYMEHTAI M.

ITopsimok  pa3paboTKu  OpraHM3allMOHHO-IIPABOBOW M pacIiopsiAUTEIbHOMN
JTOKYMEHTALIMU. Y4YpeauTeIbHbI TOTOBOp, yCTaB, MOJIOXKeHHe o0 opraHu3aluu,
CTPYKTypa U IITaTHasI YMCIEHHOCTb, MOJOKEHNE O CTPYKTYPHOM MOJIpa3aesieHIN,
IITaTHOE paclMcaHMe, NOJPKHOCTHASI MHCTPYKIMS MX Ha3HadyeHHe, TpeOoBaHUS K
odpopmiennto. CyObeKThl BeIeHMSI MeJIOINPOU3BOICTBA B TOCYIapCTBEHHBIX U
MYHULMIIAJIBHBIX opraHax Poccuiickoit Penepanmy 1 MX mpaBOBOM CTaTyC. AKTHI,
m3nasaemble Ilpesunentom PO. IlpaBurennctBoMm PP, pemepanbHbIMU opraHaMu
WUCIOJHUTEJIBHON BJIACTU; pacHOPSOUTEbHbIE ITOKYMEHTHI YUYpeXXIeHUN U

opraHm3anuii (IpuKas, pacropsokeHue)

Tema 3. Cucrema cnpaBoYHO-HH(OPMANHMOHHOW W  CcOpaBOYHO-

AHAJIUTHYECKOM JOKYMEHTAaIlUH.

OcobeHHOCT pa3paboTKM HOKyMEHTAlMM oOTpaxkawlleili MHOOpMalMOHHO-
CIIPAaBOYHOM HTOKYMEHTAllMd W CIPaBOYHO-aHAJUTUYECKON HTOKYMEHTAllNU:
MPOTOKOJ, akKT, MOKJaJHas 3aIlicKa, IpemlIoXKeHne, CIy:KeOHas 3aIlnckKa,

0o0BsICHUTEJIbHAS 3aIlMCKa, CIIpaBKa, CBOJIKa, 3aKJII0YeHUe, IIepedeHb U CIUCOK

Tema 4.
CucreMa JOKYMEHTALMH 110 JUYHOMY COCTaBY.

Komruiekc kanpoBoil HOKYMEHTAllMU: TIOHSITHME W €€  COCTaBJISIOIIME.
YHudpuumpoBaHHble ¢GOpMbI IEPBUYHOI YUETHON MTOKYMEHTALlMU 110 YYeTy Tpynda
W ero oImaTtbl. TpymdoBOl 1OroBop: codep:KaHWE W TIOPSOOK 3aKIIOUYEHUs.



Oco0eHHOCT NOKYMEHTHUPOBAHUS 3TAIlOB TPYIOBOM HEITEIHbHOCTA pabOTHHKA
(IpueMm, TIepeBoI, OTIIYCK, KOMaHIUPOBKA, YBOJbHEHME U 1p.). TpydoBass KHIKKA:
npaBuia BeneHus: U opopmieHus. OdopmieHrne U BelaeHUE JTUYHOM KapTOUKUA U
JIMUHBIX e,

Mopyas 2.

Tema 5. Opranuszanusa 10KyMeHTOOOOpOTA.

CrnyxebHast tmepermmcka @DopMmbl  opraHmM3alMy  IEJONPOM3BOICTBA  HAa
MNpEeaNpUsITUN. 3amauu nu GyHKIAN CITY>KOBI TeJIOIPOM3BOICTBA.
JTOKyMeHTOO0OpOT: MOHSITUE, IPUHILMIIBI, KOJIWYECTBEHHbIE M KadyeCTBEHHBIE
xapakTepucTuku. OCHOBHBIE 3Talbl HOKyMeHTooOopoTa. J[OKyMEHTONMOTOKM:
BXOJsIIasi, WMCXOHsdIasi, BHYTPEHHsISI HOKyMeHTalMs. TexHojoruss o0paboTKu
JTOKYMEHTOIIOTOKOB. Cnenuduueckre TEeXHOJOTMM o0paboTKM OOKYMEHTAaIlUMU:

KOoHPUIeHIINaJbHasd JOKyMEHTAlNsI; JOKYMEeHTAal1s 10 00palleHnsIM rpakIaH.

Tema 6. Ilopanok oTHeceHHsI CBeleHHH K TOCYyJapCTBEHHOH TaiiHe HX
3aceKpeYynBaHue U pacceKpeuHBaHHe.

PacnopsckeHue  cBeoeHMSIMM, COCTaBJISIIOIIMMU  TOCYJApCTBEHHYIO  TaliHY.
3aKoOHOIATeIbCTBO O 3alllUTe TOocydapCTBeHHOM TaiHbl. OpraHbl 3allUThI
rocyJapCTBeHHOU TaiHbl. [IpMHIMNBI OTHECEHUSI CBeNEHUI K rocyIapCTBEHHON
TallHe M 3aceKkpeuyurBaHUe STUX cBedeHMid. IlepeyeHb CcBeleHMII, COCTaBJISIIOIIMX
rOCyIapCTBEHHYIO TaliHy, I€peYye€Hb CBEIECHUI, OTHECEHHBIX K T'OCyIapCTBEHHOU
TaliHe, IepedyeHb CBEeIEHUI, MoajeKallX 3aceKpeynBaHuio. [IpaBuia oTHeceHUs
CBEIECHUI, COCTABJISIIOIIMX TOCYIAPCTBEHHYI TaWHy, pPa3JIWYHBIM CTEIICHIM
CEKPETHOCTH. PexBu3uthbl HOCUTENIEN CBEIECHMUIA, COCTABJISIOIAX
rocyIapCTBEHHYIO TaliHy. Y CTaHOBJIE€HME U M3MEHEHHME CTeIleHM CEKPETHOCTU
CBEeIEeHMIA, colepKalluxcsl B paboTax, JTOKyMeHTax M usneausx. IlpucBoeHue
rpuda cekKpeTHOCTH paboraMm, HOKyMeHTaM M wusneaussM. M3meHeHue rpuda
cekpeTHOCTU. B3amMHasg mepemauya cBeneHUI, COCTABIISIIOIINX TOCYIApCTBEHHYIO
TallHy, OCYILECTBJISIETCS OpraHaMu TIOCYJIapCTBEHHOM BJIACTH, MPEAINIPUITUSIMMU,
YUYPEXKIECHUAMU U OpTaHU3alUIMU IPYTUM TocygapCTBaM WIN MeEXIYHapOIHBIM
opraHm3auusM. YcaoBusl 1Jis1 Takoil mnepenaun IloHsTue «paccekpeyrBaHUe
cBelgeHuil». OcHOBaHMS IS pacCeKpeunBaHUsI CEKPETHBIX CBEeIEeHUIA, TOKYMEHTOB
U U3IEIJIUNA.

Mopyas 3.



Tema 7. Ilpoumeaypa odopmiaeHHs IonmyckKa K ToCyJAapCTBEHHOH TaiiHe H
NOPSANOK AOCTYNA K CeKPeTHOH HH(pOpMaIHH.

IToHaTne «IomycK K rocynapcTBeHHOI TaliHe». POpMBI HOITYCKOB, X Ha3HaUeHIe
n knaccudukanusa. OcHOBHble NPUHLMIIBI IOoNycKHOW pabothl. HomeHknatypa
TOJIKHOCTEN pabOTHMKOB, TTOIEKAIINX OPOPMIIEHUIO Ha IOITYCK, M MOPSIIOK €€
cocTaBjieHUs U yTBepxXneHus. Ilpomemypa odopMiieHUsS U IepeodOpMICHUS
IOMYCKOB M €€ IOKYMEHTHUpPOBaHWE, IIOJIJIeXKallliieé COIJIaCOBAaHMIO C OpraHaMu
rocygapcTBeHHOI 6e3omacHOCT. OCOOEHHOCTH MHCTPYKTaXkKa M JOKYyMeHTaJbHOe
odopmiieHre KOHTpakTa 00 o¢opMIEHMU IOMNycKa K TOCydapCTBEHHOI TaiiHe.
CHmkenne (opMbl JOIyCKa MW BOCCTAHOBJIEHME WMMEBIIErocsl JIOIycCKa.
[Mpexpamenne momycka. IToHITHE «TOCTYIT K TOCYIapCTBEHHOM TaiiHe». Y CIOBHS
MMpaBOMEPHOro MOCTyMa. 3amaud pexkuma 3alluThl MHPOpMalny, peliaeMble B
nporecce peryanpoBaHus moctymna. OcoO€HHOCTH IOCTyIa K TOCYyIapCTBEHHOM
TalilHe pa3MYHBIX KaTeropuii paboTHMKoOB. OOS3aHHOCTM JIMII, NOMYIIEHHBIX K
3alIMIIaeMbIM CBEICHUSIM.

Tema 8. Opraﬂnsauml NOATOTOBKH H IMPOBEACHHUSA COBEIIAHUN U nmeperoBopos
o KOH(bI/IIIEHIlI/IaJIbHI)IM BoIlpocaM.

OcHoBHBIE TpeOOBaHUS, TMpenbsBiIsIeMble K IIOANOTOBKE U IMPOBEIECHUIO
COBEILIAaHUII U TEeperoBopoB IO KOHOUIEeHLMaJbHBIM BompocaM. Ilopsmok
Ha3HaueHMsI OTBETCTBEHHBIX JIUII U UX OO0SI3aHHOCTU I10 MPOBEISHNIO COBELIaHUIA
u neperoBopoB. IloaroroBka IporpamMMbl IIpOBEIEHUSI 3aKPHITOTO COBEIaHUSI.
CocTaBjieHne CIIMCKOB YYaCTHMKOB coBellaHus. OrmpeneneHue cocTaBa
KOHpUIeHIIMaJbHO  uHOpPMAlIMM, WCIIOJb3YeMOHl B  XOIe  COBeIaHWUid,
neperopopoB. IlopsimoK MOArOTOBKM  IIepedyHs  BOIIPOCOB,  IOJJIeXKalluX
00CYXJIEHUIO TI0 CTeIleHM BaxKHOCTU (KoHpumeHuMaabHocTH). Ilopssook mpoxona
MpUIJallleHHBIX JIAI Ha COBEIaHWsI M IIeperoBOphbl; BeleHUE WHMM 3aIluceii;
OCOOEHHOCTM  MCHOJb30BaHUSI TEXHUYECKMX CpPEIACTB  JITOKYMEHTHUPOBAHUS
nHpopmanmu. JJoKkyMeHTUpOBaHME XOlla COBEIIAaHUI 1 uX pe3yabTaTtoB. Ilopsmok
peTuCTpally MNpPUTJAlleHHbIX JIMI, HeOOXOMMMBbIe NTOKYMEHTBI, IpeIbsBIsSIeMbIe
nMu. TpeboBaHMS K MOMEILEHUSIM, TIe MPOBOISITCS COBEILIAHUS 1 MePEeroBoOphl Mo
KOH(UIEHIIMATBHEIM BompocaM. Ilopsimok peanm3aluy pesKMMHBIX Mep B XOJne
MOATOTOBKM U TIPOBEIEHUS 3aKPHIThIX COBEIIAHUI U IIEPEeTOBOPOB.

Tema 9. /Innen3uponanue B 00JJaCTH 3aIHUTHI TOCYIapCTBEHHO TalHBI.



IlonsiTue  NUIIEH3MPOBAHUS TI0  POCCHUIMCKOMY  3aKOHONATEIbCTBY. Bumbl
IesITeJbHOCTM B 00JIacTM 3alllUThl T'OCYIApCTBEHHOM TaliHbI, MOIjIeXKallne
JINLIEH3MPOBAHUIO. JInueHsupyroiue OpraHbl B obyactu 3alUAThI
rocyJapCTBEHHOM TaliHBI M uX IojJHoMouus. Ilopsimok nuIeH3MpOBaHMSI:
3agBJICHNE COMCKATeNs, CIelajibHasl 3KCIEPTU3a, TOCydapCTBEHHAsl aTTeCTallus

PYKOBOIUTECJIA, BblHadya b0 oTKa3 B BblOa4u JINTICH3UUA.

5.00pa3oBare/ibHbIe TEXHOIOTHH

B cootBeTcTBUM € TpeGoBaHUsMU DefiepasibHOTO TOCYAAPCTBEHHOTO
oOpa3oBaTesbHOTO CTaHZApPTa BBICIIEr0o 00pa3oBaHHs TI0  CIel[HaJbHOCTH
40.05.02. « IIpaBooxpaHWTe/bHasi [eSTENbLHOCTb» W peanu3aluu paboueit
rporpaMmMbl  «/le/IONpOU3BOICTBO  MPABOOXPAHUTE/IbHBIX OPraHOB U PEXUM
CEeKPEeTHOCTW»  KOMIETEeHTHOCTHbIM  TIOAXOJ  TpeAycMaTpUBaeT  IIMPOKOe
WCTIO/Tb30BaHHe B y4yeOHOM TMpoIlecce aKTUBHBIX WM HMHTEPAKTUBHBIX (hopm
TIPOBeJIeHUs] 3aHATHH. B CBI3M € 3TMM B yueOHOM TIpoliecce IITMPOKO
WCTIOJTB3YIOTCSI KOMITbIOTEPHBIE CUMYJISILIUU, [Ie/IOBble U POJieBble WIPhI, pa3dop
KOHKDETHBbIX CHUTYallui, TICUXO0JIOTUUeCKrue W WHble TpeOOBaHHs B COUETAaHUU C
BHeayZIMTOPHOM paboToii ¢ 11e/bi0 (hOpMUPOBAHUS U Pa3BUTUS OOIIEKY/IbTYPHBIX,
rpopecCMOHA/ILHBIX HaBLIKOB OOyuyalmmmxcsa. B pamMkax yueGHOro Kypca
TIpe[yCMOTPeHbl BCTpPeUd C TpeCTaBUTENSIMU DPOCCHUUCKUX U 3apy0OeKHBIX
KOMTIaHWM, TOCY/apCTBeHHbIX U OOIlleCTBEHHBIX OpraHW3alii, MacTep-KIacChl
S5KCIEepTOB W CIeLUa/NMCTOB. YZelbHbIM BeC 3aHATUM, TIPOBOJUMBIX B
VHTePaKTHUBHbIX (hOpMax, ompejie/sieTcs 1jeblo MporpaMMbl «/]enonpou3Bo/CTBO
Y PE)KUM CEKPeTHOCTU», 0COOeHHOCTSMU KOHTHHTEHTa 00yUaroIuXcsl.

6. YueOHO-MeTOJUUECKOE 00ecrieueHre CaMOCTOATEeTbHOM PadoThI CTYAeHTOB.

IIpumepHas TeMaTuka pecdepaToB (TBOpUYECKHX padoT)

1. NpeameT, uenn v 3agavyn ANCUUNIHBI.

2. lNoHATne o gokymeHTe. YHKUUN AOKYMEHTOB.

3. Cpeacrtea 06paboTkM JOKYMEHTOB.

4. ®opmMbl opraHMsaunmn 4enonpon3sBonCcTBa.

5. Buabl n HazHayeHne AOKYMEHTOB, cocTas/isembix B OB/.



6. HopmatneBHo-meTOaM4Yeckas 6a3a Aenonpov3BoaCcTBa.

7. FocypapcTBeHHasa cuctema AOKyMeHTaUNnoHHOIro obecnevyeHns ynpasneHus
(rcgoy).

8. HasHaueHue n obnactb npumeHeHna TOCT P 630-2003 YC/A. YCOP/L. TpeboBaHus
K 0pOpPM/IEHNIO LOKYMEHTOB.

9. OchopmneHne cnyxebHbIX OTMETOK Ha JOKYMEHTE.

10. TeKCT 1 3/IeMeHTbI TEKCTA AOKYMEHTA.

11. CornacoBaHue, nognucaHue n yTBepxaeHne oKymeHTa.

12. Knaccudmkaumsa [OKyMEHTOB.

13. YHudmkaums ynpasieHYeckon JOKyMeHTaumnn.

14. CtaHgapTusauus ynpasieH4eCckon 4OKyMeHTaLuu.

15. CocTaB 1 cXeMbl pacnosioXeHns PeEKBU3NTOB, COMMacHoO VIHCTpYKLUUKN Nno
penonpoussoacTtey B OB/.

16. Hopmbl 1 TpeboBaHMSA K pasMeLleHN0 PEKBU3NTOB.

17. TpeboBaHusa Npun opopmMneHnn gokymeHtos B OB/,

18. OnpegeneHne «b6naHk 4OKYMeHTa», BuAbl 6/1aHKOB.

19. Ocob6eHHOCTN odhopMIEHNA 61aHKOB

20. TpeboBaHUA K U3roTOBIEHNIO, YUETY N XpaHeHWNo repboBbIX 6/1aHKOB.

21. Knaccudpmkaumsi opraHn3saunoHHO-pacnopaamMTesibHONn JOKyMeHTaumm

22. 3HaveHne N PyHKLMN opraHn3ayMoHHO-NPaBOoBbIX 4OKYMEHTOB.

23. YcTaB: onpefesieHve, pekBu3nTbl, TPe60BaHUS K TEKCTY.

24. Buabl ycTaBoB.

25. TNonoxeHune: TpeboBaHMS K COCTaB/IEHNIO N ODOPMIIEHUNIO

26. dopmynap-obpasel, NOI0XKEHUA CTPYKTYPHOro nogpasneneHns

27. TpeboBaHUA K cogep>XaHnto 1 0popMNEHNIO AO/MHKHOCTHOM MHCTPYKLNN.
28. ®opmynsap-o6pasel, 4O/HKHOCTHON NHCTPYKLNUN.

29. OCHOBHble YHKLMM N CTaAnn NOATOTOBKN pacrnopsanTeNbHbIX 4OKYMEHTOB Npu
€AVHOINYHOM MPUHATUN PELLEHNS.

30. TpeboBaHUA K TEKCTY pacnopsanTesibHbIX JOKYMEHTOB.

31. OnpepeneHne N xapakTepucTnka pacnopsagnTesbHbIX JOKYMEHTOB:
NnocTaHOBJ/IEHNE.

32. dopmynap obpaseL, NOCTaHOB/IEHWS.

33. OnpepeneHve n xapakTepucTnka pacnopsaanTesnibHbIX AOKYMEHTOB: peLleHme.
34. dopmynsap-obpasey, peLeHus.

35. OnpepgeneHve n xapakrepucTuka pacnopsaanTesibHbIX JOKYMEHTOB: yKa3aHue
pacnopsixeHue.

36. dopmynsap-obpasel, pacnopsHKeHust.

37. KpaTkas xapakTepuctmka pacnopaamresbHbIX 4OKYMEHTOB.

38. MNpukas. NMoHATME 1 BUAbI NPUKA30B.

39. ®dopmynsap-obpasey, Npukasa No OCHOBHOW AeATENIbHOCTMN.

40. DNEeKTPOHHbIN JOKYMEHT: ero JOCTOMHCTBA U HeoCTaTKu.

41 Ha3HayeHune nHopmaLMOHHO-CNPaBOYHbIX JOKYMEHTOB

42. KpaTkasa xapaktepucTnka MHpopMaLMoHHO-CNPaBOoYHbIX 4OKYMEHTOB

43. TpeboBaHus K COCTaB/IEHMIO 1 ODOPM/IEHNIO CNPaBOK

44. loknagHble OO bACHUTE/IbHbIE 3aNnUCKu

45. TpeboBaHMs K COCTaBNEHUIO N OCPOPMIIEHUIO aKTOB



46 CnyxebHoe nucbMo. Ero mecTo B nepenucke opraHusaumm

47. Knaccudomkaums cnyxebHbIx nucem

48. OCO6EHHOCTN OhOPMIEHNS NNCEM, NEPefaBaEMbIX 3/IEKTPOHHON NOYTOM
49. TpeboBaHus, NpeabsaBAgemMble K 0POPMIIEHNIO NPOTOKO1A

50. AKT, TpeboBaHNA K TEKCTY

AyIuTopHble U BHeayAUTOpHbIe (caMocTosiTeNibHbIe) (OpMbI  yueOHOM
paboThI CTyJeHTa IOPUJUUeCKOTO UHCTUTYTa UMEIOT CBOEH 1ie/bio MpuobpeTeHue
UM CHUCTeMbl 3HAHWU TI0 JUCLIUIIIMHE «]le/10rnpor3BOACTBO MPaBOOXPAaHUTETbHBIX
OPraHOB U PE)KUM CEKPETHOCTU ». B 3TOT KypC BXOZST JeKIMU, OPUEHTHPOBaHHbIE
Ha BBIICHEHWe Kap/WHA/IbHBIX, CTEP)KHEBBIX TIpoOgeM JaHHOW yueOHOU
JUCLUIUIMHBL.  VICrosib3ysl JIeKLIMOHHBIA MaTepuas, AOCTYIHBIM yueOHMK WIn
yuebHOe mocobue, TOTIOTHUTETBLHYIO JTUTepaTypy, TPOsB/IsAs TBOPUECKUM MOAXO[,
CTYJeHT TOTOBUTCS K TIPDAKTMUECKUM  3aHATHSAM, pacCMaTpvBasi MX Kak
TIOTIO/THEeHYe, Yriy0/ieHue, CUCTeMaTH3al[|si CBOUX TeOPeTUUeCKUX 3HaAHHM.

CamocrositeibHasg paboTa CTy/ieHTa HaudHAeTC C BHUMATEIHHOTO
O3HAaKOMJ/IEHUSI C KaK[JOU TeMOW Kypca, C Wu3ydyeHHeM BoIpocoB. OHH
OPUEHTHUDYIOT CTYZeHTa, MOKa3bIBalOT, UYTO OH JIO/DKEeH 3HaTh 10 JAaHHOU TeMe.
Borpockl TeMbl Kak Obl HAK/IaZIbIBAIOTCSI HA COOTBETCTBYIOIIYIO I/IaBy U30paHHOTO
yuebHHKa WM yuyeOHOro nmocobusi. B utore 10/KHO OBITh SICHBIM, KaKyie BOTIPOCHI
Tembl [IporpaMMel yueOHOTO Kypca, U C KakoW TyyOWHOW PAaCKpBITHI B JAHHOM
yueOHOM MaTepuasie, a Kakve BOOOIIle OIyIieHbl.

JIrobast HayKa, C/ie[joBaTe/bHO, 7 «[1e10mpou3BOCTBO
MIPAaBOOXPAHUTE/NbHBIX ~OPraHOB U DEXUM  CEeKDeTHOCTW», HMeeT CBOM
KaTeropuajbHO-TIOHATUIMHBIN armapar. HayuHble MOHSATHSI - 3TO Ta 0a3a, Ha
KOTOPOM «CTOUT» KakKJasi HayKa. be3 siCHOro moHMMaHus TIOHATHY yueba KpaiiHe
3aTPyAHSeTCsI, a  Ccojep)kKaHuWe  TIPUOOpeTeHHBIX  3HAHWW  CTAHOBUTCS
pacIuTbIBUaThiM. Takue oripejiesieHUs] BaXXKHO TOHSTh, OCMBIC/IUTh W 3allOMHUTb.
Korzia BamM BCTPeTSITCS HOBbIe TIOHSTHSI M KaTeropuu, 06s3aTeslbHO BLISICHUTE, UTO
OHU O3HauaroT. Ecmu oTBeTa Her B BallleM yueOHMKe WM yueOHOM MocoOuu, TO
obparuTech K cioBapto. [anbHeliias camocTosTenbHas pabora 0e3 BbIICHEHUS
CMbICJIa HOBBIX TIOHSITHM U KaTeropuii OyeT 3aTpy/iHeHa UM HauHeT NpruoOpeTaTh
yepThl HEHY>KHOM (hOpPMaJIbHOCTH.

HenuiiHe uMeTh B BUAY U TO, UTO KaXKAbIM yueOHUK Win yueOHOe mocobue
MMeeT CBOIO JIOTWKY MOCTPOEHUs], KOTOpasi, eCTECTBEHHO, He COBIAZIAeT C JIOTUKOMN
naHHoi [Iporpammbl yue6HOro Kypca. OfHU aBTOphI Oosiee IIMPOKO, a Apyrve
bonee y3KO pacCMaTpUBAIOT Ty WKW HHYIO TIpoOiemy. YueOHMK WM yueOHOe
rocobue 1iesiecoo0pa3HO M3yuaTh IOC/IEOBaTe/NbHO, T/IaBy 3a T71aBOM, KakK 3TO
caenaHo B HuX. [Ipu 3tom, obpamasce K IIporpamme yueGHOTo Kypca, cienyer
MOCTOSSHHO OTMedYaTb, Kakuhe ee BOMpoChl (MyCTb B HWHOW JIOTUUECKOU
TOC/Ie/JOBaTe/IbHOCTA) PACCMOTPeHbl B JAHHOW TIJylaBe yueOHMKA, yueOHOTo
rmocobusi, a Kakue oryieHbl. [To 3aBepiiieHr paboThl Haf yueOHMKOM y Bac
JIO/DKHA OBITh SICHOCTb B TOM, KaKre TeMbl, BOpockl [Iporpammel yueGHOTo Kypca
BbI y>ke U3yumsi, a Kakue TIpeJCTOUT U3YUUTh 110 IPYTUM UCTOYHUKAM.



[TpopaboTKa /eKIMOHHOTO Kypca SIBJISIETCS OAHOW W3 Ba)KHBIX AKTUBHBIX
dbopM camocTosiTennbHOM  paboThl. JleKiMs TiperiofiaBaTensi He  SIBSIETCS
O3ByUEHHbIM y4YeOHHUKOM, a TIpe/CTaBisieT IUI0[ €ro WHAWBUYa/IbHOTO
TBOpYeCTBa. B CBouX JeKUSIX MpernofiaBaTe/lb CTPEMUTCS TPeoZoJieTb MHOTHe
HEeZIOCTaTKH, TIPUCYIIMe OIyO/JIMKOBaHHBIM YyueOHMKaM, yueOHBIM I0Co0usIM,
NEeKIIMOHHBIM KypcaM. B JleKiusix HaxoZAsT OCBellleHWe CJI0XXHble BOIMPOCHI,
KOTOpbI€ BBI3bIBAIOT 3aTPYAHEHHUS Y CTY/IeHTOB.

CTysieHTy BaXHO TOHATb, UTO JEKIUs ecThb CBoeobOpa3Has TBOpuecKas
dopma camocTosiTesibHOM  paboTbl. Hazso  mbITaThCsi  CTaTh  AKTUBHBIM
COYYaCTHUKOM JIEKLIUU: JyMaTb, CPaBHHMBAaTh M3BECTHOE C BHOBb I0JIyYaeMbIMU
3HaHUSIMM, BOWTH B JIOTUKY W3/I0)KEHUSI MaTepuasa JIeKTOPOM, 10 BO3MOXXHOCTU
BCTyIaTb C HUM B MBICJIEHHYIO TI0JIEMUKY, C€IUTh 3@ XOJJOM ero MbIC/Iel, 3a ero
apryMeHTal[1el, HaX0[UTh B Hel Ka)KyIluecs BaM CabO0CTH.

7. @OHJ OLIEHOYHBIX CPe/JCTB /i IPOBeJeHUs TeKYIero KOHTPOoJ/Is
yCrieBaeMoCTH, MPOME)XXYTOYHOU aTTeCTaluM 10 UTOraM OCBOEHUs
JUCIUIITUHBbI.

7.1. TunoBble KOHTPOJ/IbHBIE 3a/aHUA

le/lMepHLle TE€CTOBbIC 3d/1dHUA /1A IIPOBEACHUA TEKYILEro 1
MNPpOMEKXYTOUYHOT'0 KOHTPOJIA

1. 3akoHUMTe HauaToOe MnpeyioyKeHue OJHUM U3 TpeX BapUaHTOB OTBeTa:

TokymMeHTO000pOT — ABW>KeHHe IOKYyMEHTOB B OpPraHH3allid C MOMeHTa WX
CO3/aHus [10:

1. mepesauu Ha MCIIOSTHEHWE

2. IOAIVIBKU B J1€J10

3. 3aBepHIeHrA UCIIOJIHEHUA UJIN OTIIDABKH

2. Kem yCraHaBIMBaKWTCA UWHAVMBUAYya/bHble CPOKM  UCIIOJIHEHUS
JJOKYMEHTOB?

1. pykoBoguTesneM CTPYKTYPHOrO IIOZpa3fe/ieHusi, TJe WCIOJHAeTCS
JIOKyMEHT

2. KaHLesipuen

3. pyKOBOJUTeleM OpraHu3aLyu



3.Kakue hopmbl pervctpaiyuu JoKyMeHTOB B Poccun?
1. )xypHanpHas

2. KapToyHas

3. aBTOMaTU3UpOBaHHas

4. BCe BhbIIIETIEPEYNCIIEHHBIE

4, Tlpu perucTpaiud KakKux [JOKYMEHTOB BMeCTe C TIOPSIJKOBBIM
perucTpaliiOHHbBIM HOMEpPOM IIPOCTaBJISIeTC HOMep Jejia, B KOTOPOM XPaHUTCS
KOMUs JOKyMeHTa?

1. mpukassl

2. IPOTOKOJIbI

3. aKThI

4. micbMa

5. B Kakux ZloOKyMeHTax psi/ioM C PeTUCTPALMOHHBIM HOMEPOM YKa3bIBaeTCst
oykBa «JI» n«K»?

1. aKTBI

2. NOK/JIa/IHbIe 3aliCKU

3. MpUKas3bl 110 OCHOBHOMU JlesiTe/IbHOCTH

4. NIpyKa3bl 10 TMYHOMY COCTaBYy,

5. CIIpaBKU

6. Ilpu perucrpanyy Kakoro JOKyMeHTa [jaTy peruCTpalyy YKas3blBaloT He B
JleHb ero TMoAnrMcaHus?

1. mpukas

2. TIPOTOKOJI

3. pelueHue

4. IoCTaHOB/IeHHE



7. EciM [IOKyMeHT OTIIpaB/sieTCs B [Ba ajpeca MO I0YTe, TO CKOJIbKO
Heo0X0MMO TOATOTOBUTE K3eMITISIPOB 3TOTO ZIOKYMeHTa?

1. yetnipe

2. nBa

3. TpH

. Kakrie MoryT OBITH HOMEHK/IATYPHhI Ae/1?
. KOHKpeTHast
. IpUMepHas

. TUIIOBaAd

A W N =

. BCe BbIIIETIEPEUYUC/IIEHHBIE

. B HOMeHKnaType fies1 JOKyMeHTbI CUCTEMaTU3UPYHOTCS:
. TI0 BU/IaM IOKYMEHTOB
. TIO COJIep>KaHUI0

. TI0 CPOKaM XpaHeHUst

A W N = ©

. BCe BhbilIeriepeyrcjieHHbIe

10. Kro mokeT paboTraTh C JOKyMeHTaMH, WUMEHIUMH KOMMepUeCKYHo
TauHy?

1. TOMBKO PyKOBOJUTEb

2. Bce pabOTHUKY OpraHU3al[uu

3. PYKOBOJWTENMN CTPYKTYPHBIX [10/ipa3/ie/ieHni, OpraHri3aLim

4. pabOTHUKH, OTIpe/ie/ieHHbIe PYKOBOJUTEIEM

11. PekBU3UT JOKYMeHTa — 3TO:
1. ero oTJe/NbHLIN 3/IEMEHT
2. 4acThb CMy>xeOHOTO MCbMa

3. hvpMeHHbIM 6/1aHK



12. B pekBusute «Azpecar» UHULAAJIbI CTaBAT:
1. nepep, dbamument agpecara

2. mocnie (baMI/IJ'II/II/I aZipecara

13. C kakoli Lenbl0 Ha CAy)KeOHOM THMCbMe YKasbIBalOT (aMUIui0 U
Tes1e(pOH UCTIO/THUTEJIS?
1. A1 orlepaTMBHOM CBSI3Y C UCIIOJIHUATE/IEM

2. 11 IpUAAHUS JOKYMEHTY IOPUANYECKON CUIIbI

14. B KaKoMm cjiyuyae TipaBUWIbHO odopmiieH peKBU3UT «IloAmck» Ha baHKe
JIOKyMeHTa?

1. dupekTop wkosbl Ne 25 B.A. [TeTpoBa

2. JupekTop 1mKoJsl [letpoBa B.A.

3. QupekTtop B.A.IletpoBa

15. IloHsATHE «/le1onpou3BoACTBO» — 3TO:
1. cuctemMa XpaHeHUs1 JOKYMEHTOB
2. coCTaB/ieHUe JOKYMEHTOB

3. AOKYMEHTHUPDOBAHHWE M OPrdHU3dLIUA pa6OTBI C JOKYMEHTaMU

16. Kakasi uacTh TeKCTa MpHKa3sa sBJisieTcst 00si3aTeTbHON?
1. KoHCTaTHUpYyrOLas

2. pacriopsauTe/ibHas

17. 3aBepseTcs Jiv MOANUCH PyKOBOAUTEJISI HA IIPUKAa3e 11e4aTbo?

1. ma

2. HeT

18. Kakoii HOpMAaTUBHBIM JOKYMEHT B OpPraHU3aluu OmnpefesiseT MOpsIoK
paboThI C

JIOKyMeHTamu?



1. UHCTPYKLIYS 10 eJI0NTPOU3BO/ICTBY

2. peryiaMeHT paboThI

19. Kem yTBepykJjaeTcsi CBOiHasi HOMEHK/IaTypa /ieJl OpraHu3alyn’?

1. pyKoBoZiTe/IEM CTPYKTYPHOTO TI0/ipa3/ie/ieHusl OpraHu3aliuu

2. PYKOBOJIUTESIMH CJTy>KOBI ZIe/IOTIPOM3BO/ICTBA

3. PYKOBOJUTE/SIMU OpraHu3alyin

4. 3aMecTWTe/leM PYKOBOJAUTE/ISI OpraHu3al[iy, OTBeYaroll[uM 3a CIy»K0y

JIe7IOTIPOU3BOZICTBA

20. [TpuKa3sbl 110 TIpHeMY, YBOJIbHEHUIO paOOTHUKOB TTIOMEIIIat0TCS:
1. B fiesie BMecTe C MpUKa3aMHu O KOMaHAUPOBAaHUU pabOTHUKOB
2. OTZIe/TbHO OT MPUKAa30B 0 KOMaHMPOBAHUU

3. BMecTe C TIpuKa3aMU M0 OCHOBHOM [1eATe/IbHOCTU

21. TIpoTtokosibl coOpaHMii KOJUIEKTHBA U 3aceflaHWil  KOJIJIETUH
PEeruCcTpUpyrOTCS:
1. BmecTe

2. OTeTbHO

22. CpOK MCIOIHeHUS JOKyMeHTa UCUUCIISIeTC:
1. co fH4 nOCTym/IeHUs JOKyMeHTa

2. CO [THSI HallMCaHUs PyKOBOAUTE/IEM Pe30JIH0LUU

23. Kakoii HOpMaTHBHBIM [JOKYMEHT B OpraHMW3aluMl OIpejiesisieT TOPs[0K
paboThI C JOKyMeHTaMu?
1. UHCTPYKLUS TI0 /1e/IOTTPOM3BO/ICTBY

2. perjiaMeHT pabOoThI

24. KeM yTBepKJaeTcs CBOJAHAass HOMEHKJ/IaTypa e/l OpraHu3alyn?



1. pyKoBOZMTE/IEM CTPYKTYPHOTO TI0/ipa3/ie/ieHusl OpraHu3aliuu

2. PYKOBOJIUTE/ISIMU CTY>KObI ZIe/IONPOU3BO/ICTBA

3. pyKOBOAUTESIMUA OpPraHu3aLiuu

4. 3aMecTUTe/leM PYKOBOZAWTEssS] OpraHu3aluM, OTBeuaroluM 3a CIyKO0y

AeJIOITPOMU3BOACTBA

25. TIpukas3sbl 0 TIpHEMY, YBObHEHHIO PaOOTHHUKOB ITOMEIIAIOTCS:
1. B iesie BMecCTe C TIpHMKa3aMHu 0 KOMaHIUPOBaHUU PabOTHHUKOB
2. OT[eJIbHO OT IPUKA30B O KOMaHIUPOBAHUU

3. BMecCTe C IMMPpHUKad3dMH I10 OCHOBHOM AedaTe/IbHOCTHU

7.2. MeTojuuecKkue MaTepua/ibl, Oonpeje/sl0iHe NPoLeAYpPY OLeHNBAHUA
3HaHMH, YMEHUM, HABBIKOB U (WIH) ONbITA AeATe/IbHOCTH, XapaKTePU3yHINX
jTanbl JOPMHUPOBAHUA KOMIIETEHIIMHU.

O1ieHKa 3a MOAy/ib OTIpe/iefisieTCs Kak CymMma 0asjioB 3a TeKYIyI0 U KOHTPOJIbHYIO
paboty. Kosdduimentr BecomocTu 06anoB, HabpaHHBIX 3a TeKYL[yI0 W
KOHTPOJIbHYO paboty, coctassiet 0,5/0,5.

Tekyijass paboTa BK/IHOYaeT OLIEHKY ayAUTOPDHON M CAMOCTOSITeTbHOU pabOoThI.
OrjeHKa 3HAHUN CTyJeHTa Ha TIPAKTHYECKOM 3aHATUM (ayAUTOpHass paboTa)
npou3BoguTcs 1o 100-6amibHoM mikasme. OljeHKAa CaMOCTOSITEIbHOM pPabOoThI
CTyJleHTa (HaryMcaHude 3cCCe, TIOATOTOBKA [0K/Iajia, BBIMIOJIHEHHE [lOMalllHeu
KOHTPOJIbHOM paboThI U Ap.) Takxke ocyijecTBiseTcs o 100-6a/ibHO# 1mikarie.
Ins oripesenenus cpegHero 6anvia 3a TeKymyro paboTy CyMMHPYIOTCS Oasifibl,
TI0/yUeHHbIe 3a ayAMTOPHYI0 M CaMOCTOSITE/IbHYIO paboTy, TojyueHHasi cymma
JIe/TUTCSI Ha KOJIMUECTBO MOJTyYeHHBIX OL[€HOK.

MToroBeiii 6ai 3a TeKyIui paboTy ompe/enseTcss Kak IMPOU3Be/ieHre CpeIHero
Oauta 3a Tekyulyro paboTy u Ko3pduimeHTa BecoMoCTU. Eciu cTygeHT
TIPOITYCTHU/ 3aHATHE 0e3 yBa)KUTeTbHOM MPUUMHBI, TO 3TO 3aHSITHE Ol[eHHWBAETCS B
0 GannoB M yuMTBIBaeTCsS TIPU TIOZCUeTe CpefHero Oasia 3a TeKyI[yi pabory.
Ec/iy cTyleHT TporyCcTUI 3aHAITHUe 110 YBa)KUTeTbHOUW MPUUUHE, TIOATBEPKIeHHOU
JOKYMeHTaslbHO, TO TIperiofjaBaTe/ib MOJKET TIPUHATh y Hero oTpaboTKy u
TIOCTaBUTh OTIpefiesieHHOe KO/IMYecTBO OasisioB 3a 3aHsiTHe. Eciu miperiofiaBaresib
10 TeM WM WHBIM TIPUYMHAM He TMpPHUHUMaeT OTpaboTKy, TO 3TO 3aHATHe IIpU
JeIeHHY CyMMapHOTo 0ajijia He YUUThIBAeTCs.

KonTposibHast paboTa 3a MoAy/b Takke orjeHuBaercs 1o 100-6anibHOM ITKase.
WtoroBeiii Ga/m 3a KOHTPO/IbHYIO pabOoTy oripefienisieTcsl Kak TIPOM3BeJleHHe
6a/uIoB 3a KOHTPOJIBHYIO PaboTy u Ko3dduileHTa BecoMOCTU. KpUTepuu O1jeHOK



ayauTopHoM paboThl cTygeHTOB 110 100-6as11bHOM 1MIKarie:
- «0 6annoB» - CTyeHT He CMOT OTBETHTh HW Ha OJWH W3 TIOCTaBJeHHbBIX

BOTIPOCOB

- «10-50 O6annoB» - oOHapy)XeHO He3HaHHe OO/bIIeld YaCcTWH H3yuaeMoro
MaTepuasna, ecTb cjlabble 3HAHUS TI0 HEKOTOPBHIM acrieKTaM pPacCMaTpPUBAEMbIX
BOTIPOCOB

- «51-65 GannoB» - HEIMOMHO PACKPBITO COJep)KaHWe MaTepuana, CTy/AeHT JaeT
OTBeThl Ha HEKOTOpble pacCMaTpyBaeMbie BOTMPOCHI, TIOKa3biBaeT oOIIee
TTOHMMaHKe, HO ZIOMTyCKaeT OITMOKH

- «66-85 bGannoB» - CTY[eHT JaeT TOYTH IIOJHbIe OTBETHI Ha TIOCTAB/IEHHbIE
BOITPOCHI C HeGOMBIIMMM TpobO/IeMaMU B U3/I0KeHUHU. JleslaeT caMOCTOATe/TbHBIE
BLIBO/IbI, UMEEeT COOCTBEHHBIE CY K/[€HHSI.

- «86-90 6ammoB» - CTYJEHT IIOJIHO PacKphbUI COZiep)KaHWe MaTepuasia, Ha BCe
TIOCTaB/IeHHbIE BOITPOCHI TOTOB JIaTh AaOCOJIIOTHO TIOJIHBIE OTBETHI, JOTIOJTHEHHBIE
COOCTBEHHBIMH CYKIEHUSIMH, BHIBO/IAMHU.

Ouenka no aucaumirHe: 0-50 - He 3auTeHO

51-100 - 3auTeHO

8. IlepeueHb OCHOBHOM W /IONO/IHUTE/JBHOM Yy4e0HOM JIMTEpPaTyphl,
He00X0JUMOi /I/IfA 0CBOEHUSI AN CIUII/IMHBI.
HopMaTuBHO-nNpaBoOBble aKThbl

1. Koncturyuus Poccutickon ®eneparyu. M., 1993.

2. 3akoH Poccuiickont @epepanyu «O rocysapctBeHHOM TarHe»//C3 PD. 1997. No
41. Cr. 4673.

3. ®enepanbhbiii 3akoH «OO6 orepaTMBHO-PO3LICKHOUN JeATenbHOCTH» //C3 P®.
1995. Ne 33. Cr. 3349.

4. ®epnepanbHbiii 3akoH Poccutickoii @enepariu ot 28 aekabpst 2010 1. Ne 390-

@3 «O 6e3onacHocT» // C3 PD. 2011.N 1. cT. 2.

5. ®epepanbHbiv 3aKOH Poccurickor ®@epeparuu ot 27.07.2006r. Nel52-P3 «O
NepCoHaNbHBIX AaHHbIX»// C3 P®.2006, N 31 (1 u.), ct. 3451.

6. ®emepanbHbid 3akoH OT 27 umiong 2006 r. Ne 149-03 «O0 uHbopmaryw,
VMH(MOPMAaI[MOHHBIX TEXHOJIOTUSIX U O 3aiuTe uHbopmarumn» //C3 PP. 2006. N 31
(1 u.). cT. 3448.

7. Ipuka3z MB/] ot 20 utons 2012 r. Ne 615 «O6 yTBepxaeHUr VHCTPYKIMU TI0
Jle/I0TIPOU3BO/ICTBY B OpraHax BHyTpeHHMX Jen Poccurickor ®@efepatun» (B pes.
[Tpukasza MB/I P® 28.05.2013 N 296).

8. INpuka3 I'enepanbHOM mpokypaTypel P® ot 29 gekabps 2011 r. Ne 450 «O
BBeJIeHUM B JelcTBUe VIHCTpYKLMM TI0 [e/0MpOM3BOACTBY B OpraHax W
yupeXxaeHUssX NpoKypaTypsl Poccurickor denepaum».

9. I'oCT P.6.30-2003.YHuduiimpoBaHHbIe CUCTEMbl  JOKYMEHTaLUMU.
YuauduumpoBaHHas cucrema OpraHu3aLOHHO-PaCIIOPSAUTE/ILHON



JOKyMeHTal[uu. TpeboBaHuss K odopmieHuto AokymeHToB. M., WUIIK
N3parenscTBO cTaHgapToB. 2003.

OCHOBHAas JIUTepaTypa

10. Ky3neuosa T.B., Cankuna JI.B., beikoBa T.A. u ap. [denornpousBOzCTBO
(Opranusaiiyss ¥ TeXHOJOTHH JOKyMeHTAaI[MOHHOr0 oOecrieueHusi yTpaB/IeHUs):
yuebHUK /15t By30B. M., 2011.

11. KupcanoB M.B., AxkcenoB HKO.M. Kypc jenornpousBojcCTBa.
ITokymeHTaI[MOHHOe obecrieyeHue yIipaB/ieHus: yueOHoe rmocobue. 6-e n3., UCTIp.
u por. HoBocubupck, 2006.

12. bacakoB M.U. [lenoripou3Bo/cTBO. J[JoKyMeHTal[ioHHOe obecrieueHre
ynpaBierus Ha ocHoBe ['OCT P 6.30-2003: yuebHoe 1iocobue. 6-e u3z., mepepab.
u pom. M., 2007.

JlonosTHUTe/IbHASA JTUTepaTypa

13. HNokymenTtoBezieHure : yueb. mocobue / coct. C. I'. KitoeB. KpacHozap :
KpacHogapckuit yauBepcuter MB/I Poccuu, 2015. 268 c.
14. TokyMeHTaI[MOHHOe obecrieueHre yIpaBAeHUs U JeI0TPOU3BOZCTBO

[DnekTpoHHbIM pecypc] : yueb. ajs GakarmaBpoB : 3/meKTpoH. Kormws / U. H.
Ky3nerjoB. M. : FOpaiit, 2014.

15. Bepumnuna, E. C. [JenonpousBojCTBO U PeXUM CEKPETHOCTHM B OpraHax
BHYTPeHHUX Jen [DneKTpoHHbIM pecypc]: yueb6.—merton. mocobue / E. C.
Bepuiauna. H. Hosropop: Hukeropogckas akagemus MB/I Poccun, 2014.

16. Ckpurniko, I1.b. OcHOBBI [1e/10NTPOU3BO/ICTBA [D1€KTPOHHBIN pecypc] :
yue0.—mpakThu. mocobue / I1. b. Ckpumnko. Xabaposck : [JBHOM MB]/I Poccum,
2014.

17. HenncoB, C.A. Kparkoe 1ocobue 10 0dOpPMIEHUIO CIyKeOHbBIX
JOKYMEHTOB [DJiIeKTpOHHBIM pecypc] : mpakt. mocobue / C. A. [enucos, M. O.
XabapuH. M. : MockoBckuii yauBepcuteT MB/I Poccum, 2015.

18. Hrokapes, H.H. [JokymeHTalioHHOe obecrieueHue yripaBieHuss B OB/I
[Tekcr] : yue6. mocobue / H. H. Irokapee. M. : [IOKP MB/I Poccuwu, 2010. 144 c.

9.IlepeueHr pecypcoB HUHGPOPMAIMOHHO-TE/IEKOMMYHUKALIMOHHON  CeTH

«HTepHeT», HE0OXOAUMBIX /I/ISA 0OCBOEHUSI ANCIHUIUIMHBI.
1.eLIBRARY.RU[DneKkTpoHHbIM pecypc]: 3nekTpoHHast 61bmioTeka / Hayu.
3/1eKTPOH. 6-ka. — Mocksa, 1999 — . Pexxum focTyma:



http://elibrary.ru/defaultx.asp (mara obpaienusi: 01.04.2017). — 53. pyc.,
aHIJI.

2.Moodle[D1eKTpoHHBIM pecypc]: crcTeMa BUPTyaabHOTO 0OyueHueM: [6a3a
AanHbix] / lar. roc. yH-T. — Maxaukana, . — loctymn u3 cetu [AT'Y wmy,
TI0CJIe PErUCTPally U3 CeTH YH-Ta, U3 000U TOUKH, UMeIOIIlel OCTYII B
unTepHeT. — URL: http://moodle.dgu.ru/(narac6paiiienus: 22.03.2018).
3.9nexkTpoHHbIM Katanor Hb JI'Y[OnekTpoHHbIN pecypc]: 6a3a AaHHbBIX
COJEP)KUT CBeJleHHsI OBCeX BUAX JIUT, noctynatoiux B ¢oua Hb
HAI'Y/[arectaHCKuM roc. yH-T. — Maxaukasna, 2010 — Pexxum gocTyna:
http://elib.dgu.ru, ceoboaHbI# (maTa obparierus: 21.03.2018).

4. CIIC «I'apant». URL: http://www.garant.ru.

5. CIIC «Koncyaprant ITmoc». URL:http://www.consultant.ru

6. CIIC «IIpaBo». URL: http://www.pravo.ru

7 YOpunnueckuit nmoptan "IIpaBonopsimok”. URL: http://www.oprave.ru.

8. ®enepanbHblii moptan «Poccuiickoe obpazoBanue». URL: http:// www.edu.ru/

9. ®enepanbHOe XpaHwiuile «EnmHas Komieknsg HUEAPOBBIX 00pa3oBaTEIbHBIX
pecypcos». URL: http://school-collection.edu.ru/

10. Poccuiickmii rnoprall «OTKPBITOTO obpa3oBaHUS». URL:
http://www.openet.edu.ru
11. Caiit  oOpasoBaTelbHBIX  pecypcoB  JlarrocyHuBepcuTeTa. URL:

http://edu.icc.dgu.ru
12. MudopmanmoHHble pecypchbl Hay4dyHOM OmOIMoTeKn JlarrocyHUBEpPCHUTETA.
URL: http://elib.dgu.ru (moctyn uepe3 mnatdopmy HayuHOiIl >1eKTpOHHOI
oubnuoreku elibrary.ru).
13. @epepanbHblil 1IeHTp obOpa3oBaTeabHOro 3akoHomarteabcTBa. URL:

http://www.lexed.ru.

14. OTkpriTas anekTpoHHas 6ubanoreka. URL: http://www.diss.rsl.ru/.

15. Hayunag snektponHas 6ubauoreka. URL: http: www.eLIBRARY .ru.

16. Bce o npase. URL: http:www.allpravo.ru.

17. FOpunnueckas nurepatypa no npasy. URL: http: www.okpravo.info.

18. Kypnan «¥Opunnuecknii BectHuk JII'Y». URL: http://jurvestnik.dgu.ru

10. MeTtoanueckde YyKa3aHHsl il OOyUalOI[UXCS 10 OCBOEHHIO
AU CIUILIMHBI.
Bo BpeMs camocToSTeTbHOM pPAbOTBI CTYAEHTHI W3Y4YalOT BOIIPOCHI

COOTBETCTBYIOILIE  TeMbl, = peKOMeH/l0BaHHble  (pefepasbHble  3aKOHBI,
HOPMaTHBHbIe NIPABOBBIE aKThl U IUTEPATYPY, UCIIOIb3Ys IPU 3TOM MeTOAUYeCKUe
pPeKOMeH/Ial[ii, W Te3UCHO KOHCIIEeKTUPYIOT W3yuaeMblid yueOHBIM MaTepHan B

pabouyto TeTpajp.
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Boripockl, cBsi3aHHbIe C 3alllUTOM CeKpeTHOM uHMOpMalUM, a Takxke
CBeJieHus, COCTaBJISAIOLIHE roCyZapCTBEHHYIO TalHy, Heo0X0ANMO
KOHCTIEKTHPOBaTh B  CIel[Ma/JibHyl0 pabouyio TeTpajb, IIpe/IBapUTE/IbHO
3aperuCTPpUPOBAHHYIO B MOZpa3zesieHuH JeI0NPOM3BOACTBA U PEXXUMA.

[Ipy uW3yueHUM Ka)K[OrO BOIMpOCAa TeMbl, CTyZeHTaM, IIpeXxje BCero,
HeoOXOAUMO  O03HaKOMUTLCA C O00beMOM 3HaHMM 10 JIaHHOW  TeMe,
TIpelyCMOTPEeHHbIM paboueii yueOHOM TTpOrpaMMoi JUCLUTIIMHLL. B CBSA3M € 3THM,
B TIpoliecce TMOATOTOBKU K 3aHSATHIO CTYZIeHTY CaMOCTOSITe/IbHYI0 paboTy cieayeT
HauMHaTb C pacCMOTpeHUss (yHJaMeHTalbHbIX, K/IKOUEBbIX TIOHATHUH W
orpejesieHU, a TakKe H3yueHUsi PeKOMEH/IOBaHHOM JMTepaTypbl, TMPU 3TOM
ocoboe BHHMMaHHe HEOOXOAWMO y/eMUTh W3yUueHHI0 HOPMAaTHBHOTO MaTepHhasa
(MpYKa3oB, WHCTPYKLWW, YKa30B, TIOCTAaHOB/IEHWM, pAClOpsDKeHUM W T.[.).
CrefiyloliUM 111aroM SIBJISIeTCS TIOBTOPHOe oOpailleHre K KOHCIEKTY JIeKI[UH.
Bcneny 3a 3ThM 1jesiecoobpa3HO COCTaBUTh KpaTKWM ITMChbMEHHBIA OTBET Ha
KKJbI BOIPOC, TMPEeJJ/I0KEeHHbIM [/ CaMOCTOSITE/IbHOrO UM3yuyeHus. [ns
TIPOBEPKM KauecTBa YCBOEHHOTO yueOHOro Matepuasa, CTy/[eHTaM peKOMeHyeTCst
WCII0J/1b30BaTh BOMPOCHI [/ CAMOKOHTPOJISI.

Bo BpeMss caMOCTOATe/NbHOM TIOATOTOBKA K WTOTOBOM arTecTalyu
CTy/leHTaM pPEeKOMEH/J0BaHO MCII0/b30BaTh B MOJIHOM Mepe KOHCYJ/JIbTaTUBHYIO
TIOMOIIb  BeAlyIlero TIperojaBaTesis, BO3MOXKHOCTh yueOHO-MeTOANUeCKOTO
KabuHeTa Kadezpbl, JeKIMOHHBIM (oH obijeli U creluanbHONR O6uUbIMOTEKH,
pa3faTOUHbIM MaTeprall.

[Tpu TOATOTOBKE K 3aHATUIO CTy/leHTaM Heo0XoquMo oOpaTUTh BHUMaHHe
Ha C/eflytol[re OCHOBHbIE TIO/I0)KEeHUSI:

e Cucrtema 3aLNThI rocyfapCcTBEHHOW TANHbI n
KOHMOEHUNANbHON NHAOPMAaLMK B OpraHax BHYTPEeHHUX aen.
e [loHATME pexXmMa CEeKPEeTHOCTU KakK crnocoba coxpaHeHus
rocyoapCTBEHHON TalHbI 7 cnyxebHbix cBeOeHUni

KOH(MAEHUNANIbHOrO XapakTepa.



e [loa3aKOHHbIE HOPMaTUBHO-MPaBOBbIE aKThl,
pernamMmeHTupytlowme cobniogeHne pexmma CeKpeTHOCTU B
cncteme MBIl Poccun.

e 0O643aHHOCTM JOO/MKHOCTHbIX nny W coTpyaHukos OB/,
AONyLEHHbIX K 0COO0M Ba)XHOCTU, CEKPETHLIM N COBEPLLUEHHO
CEKPETHbLIM AOKYMEHTAM.

e OrpaHu4YeHua Ona OOJDKHOCTHbIX nuu M coTpyaHukos OB/,
AONYyLEHHbIX K 0COO0N Ba)XHOCTWU, CEKPETHLIM N COBEPLLUEHHO
CEeKPETHbLIM AOKYMEHTaM.

e ObecnevyeHne COTPYAHMKOB OpPraHoB BHYTPEHHUX JOen B
paboTe C ceKpeTHbIMN OOKYMEHTaMMN.

e [lOHATUE «PEXUMHbIE MOMELLEHNSA»,

e TpeboBaHuUA, npenbsBAsSeMble K MNOMELWEHNSAM, B KOTOPbIX
XPaHATCA CeKpeTHble [OOKYMEHTbl, N BeOeTCaA CeKpeTHas
paboTa.

Llensto ” 3agadYamMm  camocToaTesnbHOU paboTbl CTyOoeHTOB

ABIAIOTCSA:

- Yryb/ieHHOe HM3ydeHue, PacIliipeHye, TI0JTHOe YCBOeHHe U 3aKpeTieHre 3HaHuH,

MOJIyUeHHBbIX Ha JIeKI[Md W B TpoOI[ecce CaMOCTOSITe/NIbHONW paboThl ¢

JINTEPATYPHBIMU HWCTOUYHUKAMH, HOPMdTHUBHO-TIDABOBBLIMHU dKTdMHW, MdTE€PHA/IdAMHU

Hay4HBbIX HCCJIE,Z[OB&HHIZ.

- MakcuManbHOe TIpUO/IKeHre cojiep)kKaHusi yueOHOTro maTepuana K peasibHbIM

MOTPeOHOCTIM TPAaKTUKA W YCJIOBHSIM ITPO(eCCHOHATLHON  /1eATe/TbHOCTH

COTPYZHUKOB OPraHOB BHYTPEHHUX JIeJI.

- dopMupoBaHMe Y CTY/[eHTOB yMeHUNW W HaBLIKOB paboThl C yueOHOMI

HHTepaTYPOﬁ nu CJ'[y>K€6HbIMI/I AOKYMEHTaMH, dHA/IM3MPOBdATb MW OLI€EHUBATb

pa3/IMYHbIE HCTOYHHUKN I/IH(bOpMaL[I/II/I, dPTYMEHTHUDPOBATH BBICTYIJIEHKA, JIOTHYECKH

MMpaBWJIBHO CTPDOUTDL CBOU OTBET, I'PAMOTHO U y6e,£[I/ITEJI]>HO dPTYMEHTHPOBATH

CBOIO TOUKY 3pEHUS.



- IIpobyxmeHwe y CTyJeHTOB HHTepeca K 00cyXmaemoi mipoOsieMe ITyTeM
AKTUBU3AIMU UX MBIC/TUTE/TbHOU [IeSITe/TbHOCTH.

- [ToMoub CTy/leHTaM OBJIafieTb HaBbIKAMH BLICTYIIJIEHUS Tiepe]l ayJuTOpHel, He
00SITCST  TEX BOMPOCOB, KOTOpPble MOTYT BO3HUKHYTH TI0 XOJy COOOIIeHwUs,
YyBCTBOBATh Cebs «IIperiojiaBaTesieM — JIEKTOPOM».

- Hayuutb cTyaeHTOB CBOOOAHO BBICTYIIAaTh, BECTU AUCKYCCHIO TIPU 00CYKIeHUH
TeMbl HE TOJBKO Ha YDOBHE BOCIIPOM3BeZieHHs1 y4yeOHOro Mmarepuana, HO U
WICTIOJTb3Y$ pa3HOOOpa3Hble CTOUHHKH, IOKYMEHTHI.

- TIpoBepka U Ol|eHKa 3HAaHWM, a TaK)Ke KauecTBa YCBOEHHWs TOTO MaTepHasa, Ha

KOTOPBIH JIeKL[1sI OpDUEHTHUPOBAaJia CTYJeHTOB 10 pacCMaTPUBAaEMOU TeMe.

B KOHeUHOM cueTe, Kak pelleHMe 3a/auM, TaK U COCTaBJIEHHE TPOEKTOB
IOPUIUUECKHX JOKYMEHTOB CIMOCOOCTBYyeT BbIpaOOTKe y CTYZeHTOB HaBbIKOB,
HeOoOXOJUMBIX /Jii CaMOCTOSITe/IbHOM TIOATOTOBKA B OyAyIlleM HOpUIUYecKU
000CHOBaHHBIX pelleHUH.

B nensix okasaHus CTyJeHTaM IOMOILY B peIIeHWH MNPAKTAYeCKUX 3ajau
rpe/ijiaraeTcsi nepevyeHb BaXKHEWILIMX HOPMATUBHBIX TMPAaBOBBIX aKTOB Pa3/IMUHOMN
IOPUINUECKON CHBI C yKa3aHWeM HCTOYHWKA WX OrybsukoBaHus. OJHaKO B
OOJIBIIIMHCTBE C/ly4yaeB CTy/leHTam 1pei0CTaB/IsAeTCs BO3MOJKHOCTb
CaMOCTOSITeJTLHOTO TIOMCKa HeoOXOAMMBIX AJis pellleHus Ka3yca WM OTBeTa Ha
KOHKDETHBIM BOIPOC TPaBOBbIX aKTOB. OPUEHTHUPOM Jjisl HUX TIPU 3TOM MOXKET
CIy>)KATb HOBeHIasg yueOHas JidTeparypa 10 Kypcy " [le/ornpou3BO/CTBO
TPaBOOXPAaHUTETbHBIX OPTaHOB U PE)KUM CEKPETHOCTH .

11.ITepeyens  vHG(POPMALMOHHBIX  TEXHOJIOTHM, HCHOJb3yeMbIX TMPH
ocyliecTB/IeHHH 00pa3oBaTe/lbHOT0 Mponecca Mo AHCHUIUIMHE, BKJ/IIOUas
mepeyeHb MPOrpaMMHOro odecrmeuyeHusi 1 UH(GOPMAILUOHHBIX CIPAaBOYHBIX
CUCTeM.

[Ipy 4uTeHWM JIeKLMKA TI0 BCEM TeMaM aKTHMBHO MCIIO/Ib3yeTCs
KOMIIbIOTEPHAs] TEXHUKA JJIs1 IeMOHCTPALUKM (JIAUZ0B C TIOMOILBIO MPOrPaMMHOTO
nipuioxkeHusi Microsoft Power Point. Ha cemMuHapcKyx ¥ MpakTUYeCKUX 3aHSATHSX
CTYZleHTbl  IIpe/CTaB/IAT [pe3eHTaluyd, [OArOTOB/IeHHble C  ITOMOLLbIO



rporpaMMHoro mnpunoykeausi MicrosoftPowerPoint, moAroToBaeHHbIe UMH B UacChbl
CaMOCTOSITe/TbHOW PabOoTHhI.

HugopmayuouHbie mexHosnozuu:
— cbop, XpaHeHHe, CUCTeMaTU3allHs U BbiZlaua yueOHOW 1 Hay4HOH uH(pOpMaIiy;
— 00paboTKa TeKCTOBOM, rpadruecKom v SMITUPUUECKON NH(OpMaIiH;

— I[IOJAIrOTOBKA, KOHCTPYHUPOBdAHHE K IIpe€3eHTallkisd UTOI'OB HCCHEAOB&TEHBCKOﬁ 41
aHaJIUTHUeCKOH AedaTe/IbHOCTH,

— CaMOCTOSATe/TbHBIN TTOMCK IOTIOJTHUTE/IEHOTO YUeOHOT0 ¥ HayuyHOr0 MaTepHara, C
WCIO/Tb30BaHMEM TMOMCKOBBIX CUCTEM U CAauTOB ceTW VIHTepHeT, 3/IeKTPOHHBIX
SHIUK/IONe AU U 0a3 JaHHBIX;

— WCTIOJTb30BaHUE 3JIEKTPOHHOM TIOUTHI TIperojaBaTesiell ¥ 00yuaroImmxcs [Jjist
PACCHUIKH, TIePeNUCKU U 00CYKIeHHsT BO3HUKIINX yueOHBIX Tpobiem.

HH(I)OPM(H{UOHHMQ CNnpdaeo4YHbie cucmembl

B xoze peanu3aiuu 1ened v 3a7iau yueOHOM MPaKTUKK 00ydYaroyecss MOTYT TIpU
HEoOXOJMMOCTH  UCIOJIb30BaTh  BO3MOYKHOCTH  WH(OPMALIMOHHO-CITPABOYHBIX
CUCTeM, 3JIEKTPOHHBIX OMO/IMOTEK U apXUBOB.

WH(popmMaoHHO-CIIpaBOYHbIe U UH(POPMAaLIMOHHO-TIPaBOBbIE CUCTEMBI

— cripaBoyHasi ~ mpaBoBasi  cucteMa ['APAHT  (untepHeT-Bepcusi). URL:
http://www.garant.ru/iv/

— Koncynerant [Lmoc. URL:  http://www.consultant.ru/document/cons_doc_
LAW_160060/

— JlenoBasi oHmaiH-6m6/mmoTeka. URL: http://kommersant.org.ua/

OJIEKTPOHHbBIE apXVBBbI.

12.0nucanue  MaTrepHaTbHO-TEXHHUECKOW  0a3bl, HeoOxogqumMou s
0CyILleCTB/IeHMS o0pa3oBaTe/TLHOIO npouecca no AUCIIUTIIMHE.
MarepuaibHO-TeXHHYECKOe o0ecrneueHue JUCIUTLTHHBI.

B ropuinueckoM WHCTUTYTe YHUBEPCHUTETa UMEIOTCS ayITUTOPUU, 060pyA0BaHHbIe
VHTePAaKTMBHbIMH, MYJbTUMEJUWHBIMA [OCKaMH, MPOEKTOpaMH, 4TO II03BOJISIET
yuTaTh JIEKIUM B ¢opmare Tpe3eHTalvi, pa3pabOTaHHBIX C TOMOIIBIO IaKeTa
TIPUKJIaJHBIX IporpamMm MSPowerPoint, HCII0/Ib30BaTh HarJsHble,
WJUTIOCTPUPOBaHHbIe MaTepuasbl, OOMMpPHYI0 HHGOpPMaLMI0 B TaOIMUHOU U



rpadrueckoii ¢opmax, MakeT TPUKIAAHBIX OOydYarol[dX TpOTrpamMM, a TaKKe
3JIeKTPOHHBIE peCypchl ceTu VIHTepHeT.
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